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July 28, 1953 

I For maximum operating: efficiency, the Patient Activities, 
Occupational Therapy and Industrial Placement divisions (in 
the Patients Program Department) shall maintain a set of rules 
and regulations regarding local hospital procedure as relates 
directly to these departments or divisions. 

II Activities and programs of this department shall be super-
vised and coordinated by a Patient Program Supervisor I 02" similarily acting supervisor if said position has not been 
authorised on the hospital roster. 

III For most effective treatment purposes, all activities of this 
department shall be prescribed,, cleared,, or approved in writing 
by a physician. 

IV There shall be in view and use an organisational chart showing 
names, supervisory relationships and geographic area or skill 
area assignments of all department members. 

¥ A written schedule of group activities for patients (as supervised 

by the patients activities staff) shall be posted and made available 
for hospital personnel and patients. 

VI All statistical forms relating to the areas of Patients Activities, 
Occupational Therapy and Industrial Placement, as requested by the 
Department of Public Welfare St. Paul office, shall be transmitted 
accordingly. 

VII pract ical plan of supervision and in-service education shall 
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be practiced within each of these hospital departments. Shis 
wil l include regular departmental staff meetings, demonstrations, 
individual and group conferences evaluation and other modern 
supervisory devices. A departmental l ibrary of professional books 
and Journals shall be maintained in the department office or made 
available in an adjacent area, 

Schedules of time (prepared in advance) spent b y s t a f f members on 
duty shall be kept -up to data and used for clear determination of 
assignment of staff personnel to professional tasks.. 

Records and f i l e s of pa t ien ts p r o g r e s s in act ivi t ies) programs 
should be maintained by the department or in conjunction with 
other medical records departments* 

All a c t i v i t i e s of t h i s department for pat ients must be plasmed, 
schedules, and executed in accordasnce with local medical dix'ectlr© 
and the statewide approved operational medical po l ic ies . 

Fi les are to be maintained covering progress, correspondence 
and other administrative procedures* 

A well balanced program of a variety of therapeutic sad diversionall 
a c t i v i t i e s shall be available under professional leadership on a 
seven day week b a s i s which includes morning, afternoons and evenings, 
w i th Sunday a c t i v i t i e s a t the discret ion of the hospi tal Superintendent. 

Time shall not be expended by department personnel in extrined 
miscellaneoias a c t i v i t i e s not d i rec t ly related to staff members 
par t icu la r professional f ie lds . Exception to this policy away 
be made only upon specified orders of the hospital superintendent. 
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All personel should be guided i n the pe r fo rmance of t h e i r d u t i e s 
by the S t a t e Civil Service job spec i f i c a t i ons for t h e i r p a r t i c u l a r 
job spec ia l i t i e s .* 

Supplies equipment a r e a s and f a c i l i t i e s w i l l be a v a i l a b l e fo r 
p a t i e n t s see under supervis ion and w i l l "be purchased wi thin 
"budget a l lo tmen t s and p r o f e s s i o n a l Judgment of the P a t i e n t Program 
Supervisor I, and the P a t i e n t Program Supervisor II. Any such 
r e q u e s t s of P a t i e n t Program Supervisor I. i f not r e c o m m e n d e d by 
P a t i e n t Program Supervisor II. s h a l l be brought to the attention of 
the P a t i e n t Program Supervisor by the l a t t e r 

Refere any r equ i s i t i oned items in these f i e l d s a r e out ur 
alienated by the h o s p i t a l business manager or s imi l a r a u t h o r i t y 
the sa id items are to be brought to the a t t e n t i o n of the P a t i e n t 
Program Supervisor I w i t h J u s t i f i c a t i o n for the proposed out. 

A l l vo lun t ee r s t h a t p a r t i c i p a t e in these d i v i s i o n s s h a l l have been 
exposed to a medical ly approved screening and o r i e n t a t i o n Program* 
T h e i r superv is ion wi th in h o s p i t a l grounds or bu i ld ings must be by 
delegated personnel of these departments. 

Suppl ies , equipment and/or f a c i l i t i e s s h a l l not be r e t a i n e d i n 
su rp lus q u a n t i t i e s t h a t t h e department does not have use for within 
the f i s c a l qua r t e r or s i m i l a r f ixed per iod as i s deemed to be 
reasonable . 

The P a t i e n t Program Supervisor I o r s imi la r a c t i n g superv isor s h a l l 
be inc luded as r ega rds h i s or ba r opinion r e l a t e d to d e f i n e changeo. 
a d d i t i o n s or dep le t ions of a s t a f f , equipment, f a c i l i t y or a r ea i tem. 

Responsibility for p ro fe s s iona l adjustiv adjustrasat 
programs wi thin the department's range sha l l be invested 
Patient P r o g r a m Supervisor I. or s imi la r Acting supervisor and 
P a t i e n t Program Supervisor II. 



XXI E d u c a t i o n a l , consu l t a t i ve and a d m i n i s t r a t i v e s e r v i c e s of the 
Department of Public Welfare St. Paul c e n t r a l o f f ice s t a f f s h a l l 
be u t i l i z e d by the s t a t e h o s p i t a l s . 

XXII A p a t i e n t s ' n e w s p a p e r conta in ing newsworthy and informat ional 
m a t e r i a l s h a l l be conducted as a p a t i e n t s a c t i v i t y under the 
genera l d i r e c t i o n of t h i s deparment. 

XXIII Services of t h i s depa rmen t shall c o n s i s t e n t l y be made a v a i l a b l e 
to p a t i e n t s on d i s tu rbed and regressed wards or grade. 

XXIV A P a t i e n t s council or s imi l a r p a t i e n t s r e p r e s e n t a t i v e group 
opinion device s h a l l be in opera t ion as a patients a c t i v i t y . 
Supervision of t h i s a c t i v i t y may be shared or e n t i r e l y assumed 
by some o t h e r h o s p i t a l department a s the ind iv idua l h o s p i t a l 
s i t u a t i o n s h a l l be. 

XXV Stands accrued a s a resul t t of the D i v e r s i f i e d Labor Fund as re-
defined in Minnesota Laws of 1951 s h a l l be r e t a i n e d and u t i l i z e d 
i n accordance v i t h the specif ied law. A r t i c l e s and i tems of a, 
hand ic ra f t n a t u r e made by p a t i e n t s , the o r i g i n a l m a t e r i a l s wh ich 
have been purchased by the h o s p i t a l , must be sold t h r o u g h u s u a l 
sale channels or used in the maintenance upkeep and improvement 
of the h o s p i t a l b u i l d i n g s or grounds. P r o f i t s accrued as result 
of these s a l e s a r e to be re turned to the Divers i f i ed Labor Fund. 

XXVI The P a t i e n t Program Supervisor 1 or similar a c t i ng superv isor 
sha l l have a knowledge of funds a v a i l a b l e for the purchase 
of snppl ies , equipment and f a c i l i t i e s wi thin h i s departmental 
scope, 
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XXVII Recreational supplies and equipment shall be made available to 
wards and grades for their use with patients under ward leadership. 
Such dispensing of items shall be accomplished in accordance with 
an established schedule or routine. 

X X V I I I 
As readily as possible and as medically as feasible pat ients shall 
be referred to pre-vocational classes and/or work assignments within 
the hospi ta l , 


